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What is the Common Library? 

The Common Library is a library of commonly used procedures within the Management Information Retrieval 

System (MIRS). The procedures are written and maintained by the MIRS Consultants according to the 

reporting needs of MIRS end users.  

MIRS end users are able to copy procedures from the Common Library to their personal library or their 

department library. Only procedures that have been copied to a personal or department library can be 

modified by MIRS end users. Only MIRS Consultants can make modifications to procedures in the Common 

Library. 

The MIRS Common Library Guide is intended for use by MIRS end users. 
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How to Copy Procedures from the Common Library 

You may copy procedures from the Common Library to your personal or department library. Begin in the 

library you want to copy procedures to. If you need to switch between your personal and your department 

library, follow the directions below. 

1. Press F6 to open the MIRS Options selection Menu. 

2. Type a “7” and press Enter. 

 

To copy procedures from the Common Library, follow the directions below. 

1. Press F6 to open the MIRS Options selection Menu. 

2. Type a “2” and press Enter. 
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3. Place your cursor to the left of the procedure you want to copy and press Enter. 

 

4. You will then see how the procedure is written. 

 

5. Press F3 and the Copy a FOCEXEC window will appear.  You may rename the procedure or leave it 

blank to keep the same name. Press Enter. 

 

6. A message will appear in the upper left hand corner, confirming the transfer is complete. 

 

7. Press F3 to return to the library you began in. 

8. Press F9 to refresh your library. The procedure will not appear until you refresh.  



Back to the Top 

 

Rev. 02/2021   4 | P a g e  
 

Accounting/Budget/Payroll Reports 
COM021 

Report that displays state share costs and administrative costs for the following benefits:  health, dental, vision, 

life, FlexElect Cash, flex employer paid administrative fee, retirement, Social Security and Medicare. 
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COM022A 

Report that reflects the 7 month health counts for collective bargaining units 1, 4, 10, 11, 14, 15, 16, 17, 19, 20, 

21, 2, 3, 6, 7, 12, 13, 5, 8, 9, 18, and excluded employees (E, M & S) according to the Employee Compensation 

Adjustments-Item 9800 Budget Letter. 
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COM022B  

Report that reflects the 12 month health counts for collective bargaining units 1, 4, 10, 11, 14, 15, 16, 17, 19, 

20, 21, 2, 3, 6, 7, 12, 13, 5, 8, 9, 18, and excluded employees (E, M & S) according to the Employee Compensation 

Adjustments-Item 9800 Budget Letter. 
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COM022C  

Report that reflects the 7 month dental counts for rank & file (non-COBEN & COBEN) and excluded employees 

(E, M & S) according to the Employee Compensation Adjustments-Item 9800 Budget Letter. 

 

  



Back to the Top 

 

Rev. 02/2021   8 | P a g e  
 

COM022D  

Report that reflects the 12 month dental counts for rank & file (non-COBEN & COBEN) and excluded employees 

(E, M & S) according to the Employee Compensation Adjustments-Item 9800 Budget Letter. 
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COM024 

Report that identifies total wages paid from blanket funds for a specified pay period. 
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COM025 

Report that identifies retirement and social security/Medicare expenditures by quarter. 
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COM026 

Report that identifies state expenditures for each type of payment and for the following benefits: health, dental, 

vision, life, FlexElect Cash, and flex employer paid administrative fee. 
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Equal Employment Opportunity Reports 
COM011 

Report that counts employees by ethnicity and class title within an agency and unit. Two percentages are 

produced based on these counts, one for the unit and the other for the department. 
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COM017 

Report that compares your department's overall ethnic composition with the labor force parity your provide. 
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COM020 

Report that compares your department's overall ethnic and gender composition with the statewide labor force 

parity you provide. 
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COM028 

Report that provides an employee count and calculates the average monthly salary and the average annual 

salary first for the department as a whole, and second by gender which includes the PLP amount. 
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COM028A 

Report that provides an employee count and calculates the average monthly salary and the average annual 

salary first for the department as a whole, and second by gender. This report does not add in the PLP amount. 
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COM029 

Report that produces an ethnic and gender breakdown of employee counts by class title and calculates 

percentages based on the total count of active employees in each class. 
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Intermittent Hours Tracking Reports 
INT001 

Report that identifies intermittent employees eligible for health/dental benefits based on the specified control 

period. 
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INT001A 

Report that identifies intermittent employees eligible for health/dental benefits based on the specified control 

period. Includes indicator of employee enrollment in health and dental. 
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INT002 

Report that identifies intermittent employees currently enrolled in health/dental benefits that have become 

ineligible based on the specified control period. 

 

  



Back to the Top 

 

Rev. 02/2021   21 | P a g e  
 

INT002A 

Report that identifies intermittent employees, whether currently enrolled or not enrolled in health/dental 

benefits, that have become ineligible based on the specified control period. Includes indicator of employee 

enrollment in health and dental. 
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INT003 

Report that identifies intermittent employees reaching the end of their vacation or personal holiday waiting 

period. 
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INT003A 

Report that identifies intermittent employees with 960 hours or more towards their vacation/personal holiday 

waiting period. Based on the Leave Benefit Id ‘WP’ (PH/VA Waiting Period). 
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INT004 

Report that identifies intermittent employees not currently enrolled in a retirement plan that have become 

eligible. 
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INT004A 

Report that identifies intermittent employees not currently enrolled in a retirement plan that have become 

eligible.  Based on the Leave Benefit Id ‘RT’ (Retirement).  
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INT005 

Report that identifies total hours worked and wages paid to intermittents (roll code 3, 4, 6 or 7) for a specified 

pay period. 
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INT006 

Report that identifies intermittent employees reaching their 1500 hour maximum (worked 1200 hours or more) 

for the specified year. 
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INT006A 

Report that identifies intermittent employees reaching their 1500 hour maximum (worked 1200 hours or more) 

Or *2000 hour maximum (worked 1600 hours or more) for those employee’s in bargaining unit 06. Based on 

the Leave Benefit Id MX’ (Maximum Hours Worked).  
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INT007 

Report that identifies actual time worked (ATW) employees who have worked more than 150 days toward the 

194 maximum. 
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INT008 

Report that identifies intermittent employees with probation reports due and indicates when the report is to 

be completed. 
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INT009 

Report that identifies intermittent employees who have reached the end of their 960 hours towards a SISA 

increase or the 1920 hours towards the MSA increase.  Based on the Leave Benefit Id ‘MA’ or ‘SA’ (MSA/SISA).  

This report produces a Supervisor Certification of Salary Adjustment form. 
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INT010 

Report that identifies intermittent employees who have reached the end of their 960 hours towards an alternate 

range of 6 months or 1920 hours towards the end of their 12 month alternate range. Based on the Leave Benefit 

Id ‘AC’ or ‘AY’ (Alt Range Change 960/1920). This report produces a Supervisor Certification of Salary Adjustment 

form. 
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INT011 

Report that lists Intermittent employees with their Anniversary Date, Range, Account Code, Leave benefits and 

balances, broken down by Agency and Unit.  
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Leave Accounting Reports 
LEAVE001 

Report that identifies employees on Direct Deposit with less than 40 hours combined balance of Annual Leave, 

Vacation, CTO, Personal Leave and Excess Hours AND a Sick Leave balance of less than 20 hours. 
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LEAVE004 

Report that identifies employees projected to exceed the vacation or annual leave maximum based on an 

employee's CBID. Note:  This report cannot project changes in leave accrual rates.  A footnote has been added 

to the report to alert the reader that accrual rate changes have not been included in the balances. 
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LEAVE005 

Report that identifies employees with a PL (PLP) and/or LD (2003 PLP) balances and the dollar equivalent to cash 

out. 
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LEAVE006 

Report that identifies employees with a PLP balance and the cost to cash out. 
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LEAVE007 

Report that identifies employees who have State Service data, but do not have leave benefit data. This report 

should be run periodically to determine if CLAS needs to be corrected. 
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LEAVE008 

Report that provides the listing of employees who used leave credits, and the total amount of leave credits 

during the last 12 months. Report includes leave benefits used SL, VA, AL, CT, PL, EX, HC, and PH. 
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LEAVE009 

Report that provides the total number of CTO hours worked, and the total overtime hours worked and paid for 

a specified pay period. 
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LEAVE010 

Report that provides the count of employees who used sick leave, and the total amount of sick leave hours used 

in a specified leave period.  Report includes hours for leave benefits used in lieu of sick leave (leave transaction 

codes: 04, 71). 
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LEAVE011 

Report that provides the number of hours worked and used, and the average number of employees for one 

calendar year for California Occupational Safety and Health Administration (CalOSHA). This report is similar to 

COM027, but uses the THLAS Leave file to subtract all hours used to get the final "TOTAL HOURS". 
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LEAVE012 

Report that reflects the dollar equivalent to cash out the following benefit ID's leave balances: AL, EL, PD, PH, 

VA, CT, EH, EX, HC, HT, LD, LT, MO, OC, PA, PL, PR, PV, SH, VB, VT, LP, and LV. 

 

  



Back to the Top 

 

Rev. 02/2021   44 | P a g e  
 

LEAVE013 

Leave buyback estimate BU 01, 02, 03, 04, 06, 07, 08, 09, 10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 20, 21 VA/AL 80 

hours. Report reflects the dollar equivalent to cash out VA/AL. 
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LEAVE014 

Leave buy back estimate for exempt, supervisors, managers, and confidential staff report that reflects the dollar 

equivalent to cash out the maximum amount of 80 hours for the following benefit ID's leave balances:  VA, AL, 

PL, LD, LP, LV, PV, PH, and HC. 
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LEAVE015 

Employees who exceed the voluntary personal leave maximum. 
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Labor Relations Reports 
COM023 

Report that identifies employees who had a change in their collective bargaining designation. 
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Personnel Reports 
COM001 

Report that creates mailing labels for active employees. 
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COM001A 

Report the creates mailing labels for active employees who have direct deposit. 
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COM001B 

Report that creates mailing labels when downloaded into Excel. Sorts by employees with direct deposit and live 

warrants. 
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COM003 

Report that identifies employees with missing or erroneous information: employee name, address, birthdate, 

ethnicity or gender. This report can be run periodically to determine if PARs and/or EARs need to be corrected. 
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COM005 

Report that identifies employees with probation reports due and indicates whether it's the 1st, 2nd, or 3rd 

probation report.  Report is sorted by position number and can be run monthly. 
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COM007 

Report that identifies employees with probation reports due and indicates whether it's the 1st, 2nd, or 3rd 

probation report.  Report page breaks on agency code. 
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COM008 

Report that creates labels for employees with probation reports due. 
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COM009 

Report that identifies employees with Individual Development Plans (IDP) due. 
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COM010 

Report that identifies employees with probation reports due and indicates whether it's the 1st, 2nd, or 3rd 

probation report.  Report is sorted by agency, unit and probation report due date. 
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COM018 

Report that identifies employees new to your department during the period specified. Headquarters 

departments (i.e., DMH, DDS, Corrections) use COM034. 
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COM027 

Report that provides the number of hours worked and average number of employees for one calendar year to 

the California Occupational Safety and Health Administration (CalOSHA). If your department participates in 

CLAS, you should use Common Library Report LEAVE011, which uses the THLAS leave file. 

 

  



Back to the Top 

 

Rev. 02/2021   59 | P a g e  
 

COM032 

Report that generates labels to be placed at the top of a standard Individual Development Plan (IDP) form (Std. 

637). 
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COM033  

Report that identifies employees on Direct Deposit during a specified pay period. 
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COM033A 

Report that identifies employees on Direct Deposit and employees with live warrants during a specific pay 

period. 
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COM034 

Report that identifies employees new to headquarters agencies (i.e., CYA, DDS, DMH, and Corrections) during a 

specified period. 
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COM035 

Report that lists in Alpha order all Active and Temporary Separated employees. Excluding those employees who 

separated due to a Disability Retirement (S71) or Lay-Off (S30) transaction. 
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COM036 

Report that identifies split class designation. 
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COM037 

Report that identifies confidential designation. 
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PERS001 

Report that identifies employees approaching 20, 25 or 40 years of service within the next 12 months. 
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PERS002 

Report that reflects employees whose balance is 240 or greater and have not been cancelled from the VPLP 

participation. 
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Position Inventory Reports 
POS001 

Report that lists all established or re-classed positions displaying Full Time Equivalency (FTE) and includes the 

name and time base of the employee occupying the position. 
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POS002 

Report that lists all established or re-classed positions displaying Full Time Equivalency (FTE) sorted by Class 

Title.  It includes the name and time base of the employee occupying the position. 

 

  



Back to the Top 

 

Rev. 02/2021   70 | P a g e  
 

POS003 

Report that provides a summary of established filled/vacant positions sorted by Class Title.  
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POS004 

Report that provides a department summary of established filled/vacant positions sorted by Class Code.  
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POS005 

Report that displays positions where expenditures have not been charged to the listed positions for 6 

consecutive months or more in a fiscal year.  
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POS006 

Report that displays a summary of the number of positions where expenditures have not been charged to a 

position for 6 months or more in a fiscal year. 
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POS007 

Report that displays positions where expenditures have not been charged to that position for 3, 4, or 5 months 

prior to the date the file was updated.  
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POS008 

Report that displays a summary of the number of positions where expenditures have not been charged to a 

position for 3, 4, or 5 months prior to the date the file was updated.  
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POS009 

Position report that shows if class is filled and how many vacant and how many months it was vacant. 

 

 


